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using the Trial Balance

» Enables agencies to determine any outstanding payroll
due to / due from amounts for closed pay periods June
24,2001 thru May 25, 2002 that MUST be cleared.

 This reporting tool allows Agencies to verify the
amount of money needed in the agency’s fund(s) for
outstanding balances to be transferred to the payroll

paying fund.

 To run this report, you will need the role of Agency FI

Display All.
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Payroll Due To / Due From
using the Trial Balance

 It’s important to note that this report is used in
conjunction with the GD20 when researching any
outstanding payroll due to / due from amounts.
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Payroll Due To / Due From
using the Trial Balance

The screen shots that follow provide step by step
instructions on how to generate the Payroll Due To /
Due From using the Trial Balance.

The follow-on functions such as downloading to
desktop applications like excel, pivot table, or access
can be found in the generating report handbook located
on the AASIS website at:
http://aasis.state.ar.us/Training/Courses/Special_Topics
.htm
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1. Follow the menu path:

Special Transactions & |
Reports (State of Arkansas) > 4
Financial Accounting >

General Ledger > Reporting
(SPL) > Balance Sheet

Reports > Y_DEV_80000025-
Trial Balance Sheet and

double click. Or enter
Y_DEV_80000025 in the
Transaction code box and

press enter.
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— 4. Click to execute.

[ Fiscalyear poz  ————————— .. .
::‘.;m ; € 2. This information

Periodto 1218 defaults. Delete the

Betocion groups ‘1" in the ‘Period from’
" e field. Do not delete
Agary ok the other information.
Orwalisn(s) 10 —

Fund group T

Or value(s) 1o

3. Enter the agency’s
Business Area.
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Trial Balance
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steps 7-14 for each fund.
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Actual Line ltems for Table ZFINLEDT
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Actual Line tems for Tabke ZFINLEDT
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10. Double click on

‘Due-To Due-From Line Items.’
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14. The Payroll
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[Fom v e

™ if your agency has paid
all payroll obligations.

If a negative balance is
reflected here, then your
agency owes the payroll
paying fund. Follow the
procedures outlined in

AASIS Support Center the neXt feW pageS
May, 2002
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 In order to research a negative payroll sum total balance
of your agency’s fund, you will need to go to the tutorial
for Payroll Due To / Due From using the GD 20 located
at
http://aasis.state.ar.us/msofficedocs/courseware/Tutorial
-Payroll Cash_Transfers.ppt. This report shows line
items that can be ‘drilled down’ to see details.
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To clear outstanding Due To/Due From amounts for closed
periods, follow the procedures below:

* Align Agency Funds using the Cash Operating Transfer
Form and process internally. For Service Bureau
Agencies, complete and submit the Cash Operating
Transfer form for Service Bureau Agencies for
processing. The Cash Operating Transfer form is located
on the AASIS website at
http://aasis.state.ar.us/msofficedocs/FIpayrollprocess2.doc

AASIS Support Center
May, 2002
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To clear outstanding Due To/Due From amounts for
closed periods, follow the procedures below

(continued):

* Complete the Payroll Fund Transfer form located on the
AASIS website at
http://aasis.state.ar.us/msofficedocs/FormsInstructions/
Request for Payroll Funds Transfer.doc

» Send the Payroll Fund Transfer form to Catherine
Hickerson in the Office of Accounting. You may call
Catherine at 682-5402 or email her at
catherine.hickerson(@dfa.state.ar.us.
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